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The piup^ 6f this niddificalion is lo adddie Movnog: 
Section B: 

The original Section R dated 12/5/^06& (Mod Mdfl2) is hereby ddetsd tod rtplaccd 
the attached rtvised Section B. Section B incorpowtes Ac &lIowmg: 

L 



2. New iate& for DeiroSt, MI, DallK^.T?C and WUaaiapOliS. MW ^ 

3, Asu|jpHcsandeqi»iBnent5uWXP«lt9 Task8 

SMioaC: 

DcscriptioB/SjwjifiwtiQiis/Statemeat <rfWork shall include oflwr din^costs lljnff^ 
SeclioiCA6.1. after.flbc finrt p^pwh U) t«4 ''Other 
costs other than material*, direfct labor, and indirect costs. ODC's shaUmdiidti 
shipping/matetfeiU handling costs, tmfik rentals, and o&er costs not oijvered to ottw parts 
tif the contract AddittottaUy. inctode language to read" Snwliw and m^mjas may 
indyde, but aie not Umited to^ itams oontahied in the Gritioal Fiwns and SuppUes- 
bri^hally ptoidded in |«achment J - Listotf Attaotonsats. 

Secdnn jCLll sJudliiicIwdcIhe attached additianidpositiontibs^^ 
)Bb6c vp^SeMt. Insert plssea lg3a thiQUgh lB3w. 

Section Ji 

The Adawdum to Appendix B«f the original cost proposal is heifeby oiodlfitt! taineiwte 
tbe wte table &r all labor oriegpries indi^ding the new sites at the base flwi^iatci 
overtime, 2"* shift, and 3rd sihiflr€B«6Bi*ni»l&andb Section J- Urt 

of Attachmenfes. Attachment 3. 

The new iBtal jconlract vahie shall ?0t «aecsed iS4i ,876^580.78. 
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SCCTI0MC 

DESCRnT10N&PECn?iQiTlO]NS/STATBMEI«rr OF WORK 



T[TL£; PSA Agency Support Clerk (PSA II) 



CLASSIflCATTON: NON-EXEMPt 




Und$r the dinstsiqjervision of Ctntraet Admioistradve Qffic^^ perfiHois stacking, 
invoatoiy, piocufttotint amd deliveiy of oOn^uO^le siqiiilies iiududing^inailera, j>roc«8Stng. 
docatnent8;<andinnco!laneau$Q(&«s prii«Joadiagdock<»!ixM'lc^nici(-betwe^ 
faciiitieg td itatsspQit Various items as requited. Assists Vi^lh Hk tbGvtaecAj delivery* ioad jttoragj; 
of applications in process for toy de^ncomi or buildings as required. Deliver supply requests 
fiar all departments as required. Accept all facility deliveries i&om vendqts, postal 8eivlce» mi 
eicptess mail companies. Maihtain ah up td date invetitcfiy of all requited proeeisMng nttrteru] 
mi procure inventory shpitajges.aa ncceBsary. Individuri must have ttie ability to keqj & viable 
inventory of all requiitd material; order^ receive and stor^ reqmr^l material^ deliver items to 
indivklual w^tks^on. As^ Administiative iQfSceF(5) in montfaly inventoiy reports and 
pitxjuKineiit pnicesses^. 



Delivery of canstaaabk Supplies: 

• Keep sn inventory ^xf oil necessary processing materials. 

• Deliver Consiimflblcs to staff members and departtoents as te()nired. 

• Update Adminoti^ve OfBoer of xeqinred replacement supplies, eqiMpment, eto. to ftoiUtate 
i^deriog. 

• Recdye, stflse and tntc^ supf^y deliveries. 

• PpeateliiUngandmoynige9iipjBKat(^^ 

• Administer Oie NPC SuF|>ly itdwodt 
WoikLoadDdiveiyr 

• MovevmkitciSi&tlttougfaoiittliewtakJsfiM 




-1838. 
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Section c 

DESCRIPTlQN/SPEClfiCATlONS/STATEMEliJT OF WORK 



• EstabKsh and maintain support and supply procedures. 

• Deliver mail to designated diepartmetita/cnlployiws as required. 

• Operate loading 4qck]qapable buck fordoiivei^-of ynft^s/sappMa between %ilitics as 
T^luireS. 

Mail and Ddivei7 M«Hiag«ni«t: 

• Cowdinatb mail add pcejMie &r ddivories and sliipateni:tS'<& required. 

• Accqit all pastpi service and express mail ddivfriesi. 

■ Accept lDwfii]g.dpckddiv»i9s; 

» Maiiitsia storage anas forAoyieflieva) and in 

• MuntainQrgaiuzationoflpatfiiigdocktB^nsuifppasyM^ 

safbQr. 
MISCEIXANEOUS 

• Assist in otbetadminifnxative and suppontaskis: as assigned by 



• High S(diddI d^re^ ^ ei|iitvaleat (Btpdfence in Supply and Mail asttaagiemait^. 

• Two GO df fiottiputer cxperipnee using a weird processiiig programs. 

• Tvvo (2) year of office e]q«nenc« 'PpK&iiBd). 

• BaGk;gi0iaidininb6iiirenie&t,in^^ 

• A bask: iibdtiCstaadtngftf postal itgolaiiom; 

• One 0) yw of c u ii ipu to ea^ieriencie db^mnSB^ Jafeamfltion from ajwaoaal compater. 

• T««C2}years6fe^petieaoeVw«idiigbandandr6n^ 
software, ioolttdiqg LAN*« and WAN's (desired). 

• DaJk entry abilitjr. 

« Ej^ioience with Fax and c^&aiL 
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SECTION e 



• Abiliity tp operalfe lifting equipment. Ability to operate moving truck with Ipiuling dock, 
capability wi lift gate. 

• Ability to perfbraa jfepefitive tasks suehifi: liffii^, slanVling^ sitfifl^ teachings fvnslUig. 
sealing en^opes^ifling. aod leadii^ 

• Ability to work in one piaoe and tfansverse the: ofBtt On a eontinuistg bmn. 

• Atten^cm to dcteU. 

• Ability to relate tp others on staff in a fticntlly. QWJrtBOiJS, and business - gkft 
mannen in a Uglily Sitressftil fenviromnent. 

• I&ite atialyticil and-evftlualive aqpal»litie& 

• Be able to quiddy assimilate infimbaiion and make vdid deononsi 

» Ability to Icam and apply information about the passport ai^licaddn pftjceduresand the laws 
and r^U^ons petrtaining to pesspozticqniteinents, 

[fiTmiTrlT-'iiir' ' 

• Manual dexterity in the use Of word processiiig^ equipment 

• ^iwbte of doing dinlycleriealii^BtitfvetaBla. 

• Ctopd iusad to eye oo^i'^QadoD. 

• Ability to opcmle loading da*, capable tnid^ tof ropyonent flf woik and/or mppSiv9 bctwoeii 
iiKnlittes arieiqmred. 
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SECTION C 

DESaUFnOHi!SPECIFICAT10NS«TATEMENT OF WORK 



• NCIC/NAC cteaniKe 

• U.%, Citi2tt)slsy) 

TTTLE: PSA 4 SPANISH LIAISON CLASSIFICATION: NON^EXEMPT 



Under suporviaion of CiuSopuxSemoc SKpecvix>r(^, act aa & lial^ between the 
AgjBiicy and our Sjpazifsli sp^akjag custeasos regarding tfae status of tfaeir jtas^ftrt appliniticinsL 
Ass^«dttiaUididiaecalbwtdiSpaiii^spealdtig^q>^^ As»stiiLlian^atfa%SiMiidslt 
doQumeotf fla tetpind in tbe dqurtmerd or Dtherjdquntments; Stqnng. within the framieworkjpf 
tfaeTri^w^AjeSfObcuiaitidlMOVSdiiigtiRViCe^^ Tfae PSA 4 Spttoisih UmsoiQ shall 
pofonn an leqiiiE^twte associated vriAtiKncKds of 1^ In 
idditiqn any of the feUovdng Mes may also resquiicsd: iypt Dqptjrtmentjjf State Lptcef;! tPSLa^ 
fa cusunftncs inf&mung th^of fiib iiurtiBatittBttisantVGiriidbnii^ t«S|aitbd fiaf iiMancO Df 
th^ passport; nuuntain all ampliation siBpenae aod abatuloD letlfer match inponoDg 
eo a espo i i d gice.to peodiag applications; canate AppUcadt Responsehotdiaainto tfw Travel 
Ddcutnent IssuiEDiGe Sjr^m'Phtito Digitizati(xa.(TDIS-PD}; asseajblo ipplitiatioiis aood lesponses 
for isasc of prqcfis^ng; perfonn searches a» requested ftff customer applieatiens and/or 
doeumotts and use troubleshooting ^'llsrin c^onneetkm with'infonnatioii given by llie TDIS-ft> 
inquiry screens to resolve problems. The Customer Service Qcrlc mu^t be able to per^rm these 
duties ffl Spanish toaccommodate our Spanish-speejcingwistomers. 

• ProvidBs:infoinialjon over the telei^iione in Engl 

thb Status of thein^kations pending in ^ocess at (be A^eiffi^r. 

• T«n)4tB Spanish docuraoit^nstequind. 

• AasittOttierd^iarlmentsvdfhanyjLssiififticqu^^ 
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SECTldNC 

DE5CWT10N/SPECanCATlONS/STATEMEI»rrOF WORK 



Piuvidesi infoiiDiation GEU})part to all Department of Statfe Pssspoit dgcaiKtie^ itoxpttnee 
agcsit$'Bnd fhe-HatioiiBl Pa^ppn In^mnatton Center (NPIC)k. 

Qisures lespeiise tUne to ^licant requests ibi- infdrnuedoi Mis vathin gmdeKobai ieqiiiiifed 
by pBssfi(»t Semoe^ 

Pterfbtnis diiics iassdciatcd with liifi Expedite Fee jirogtaoi as lequiKd, -virhich includes tdting 
infOTDQ^ji in English tyid/ar Spanish for invqiccd rcquajts, preparing express, i^ail (if 
requested), searching, updating text in TDIS-PD, wiling tustomert dtecitty.to c6n«erte tn 
EagBsb 9nd/or Spaniaih £» aoy stispensB pxQbtena. and typii^ Qortespgndenqe on w ing^ 
ba^ if anabl^!to contact teUiihone. 

Able to apcttis database to obtain bfontiA^ ab^ut s^ c^applic^rtions within the passport- 
procesg. 

Ability to pipbtem so We in order to ;$eaFch out and locjde ^pUcatians wild decumoits. 
Maintains suspense and abandoned appiicittibii file& 

Matcbes^ incoming corresppndence with t^ppUo^ons in the suspended application filsB. Must 
be able to lead fluently ifl Spanish to c&mjprehend tesponstt stsd/ot document voittto in 
Spanish. 

AssemUes. suspcodi^ appUcatiaid end czeel&s flppUctot ttispOBaS haixim for fitfOicr pac^rt 
processing. 

Requiied to actively paitidpeie iVith tfidlis firt eontinumn quality ubptovement and 
production \vorkflp\y. 

Willingness and kriowl^ge requited fo assiitin 6thef areas of passport praduction as needed. 
Willingness to worie as part of a team. 

Perfeim other tasks as requestedby*e Customer Service Supervisor. 
MaSt assist iA training. eiiqdfiyee£or the essieiitial j6b fimetions. 

Maint^ constant awaren^ of all &apects: of internal securiQ^ fiaehidjiig adhetenceto the 
teStrict^ area policies, losing off cbmpiflerterrninalS when not iotfie and ttcorii^woifc at 
tteend of Ihe woifcd^P'. 
Adheies to fhe Federal Fiivtt^Act Laiwb. 



High School degree or eqaivsle&t. 

Fhieat in Spanish (both ^eakiqg «nd reading). 

■183e- 
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SBCXrON c 

DESCRlFnOTi/SPECinCATiaNS/StAT^WENT QF WQR|t 

• A minimum 6f one ( 1 ) yteu* bfprofe^idnal customer service ^jcpoience. 

• Aniiniinumof.OBe(l) yearofgcncralofficeexperience.. 

• Proven ability to comimMiicate effectively on the telephone. 

» One (1) year computef experience obtaining informatioii fiqaxB CRT br PC (desired): 

• ^^qp^eacc with FAX md p-tasdl <»i]muaicadons.((iejiretf). 

• DemoQstirated excellent vmtiial tmd vsrbd co^^ 

• Ability to priocitize mdjixtiSBcagB vioMoaA. 

• AUlitytopeifiEmnaDdinainbiaeiw^ 

• Abdity tpr learn ai4 apply in%niado<naba«a^ 
fiad legulfltioat petttdnin^ tt> pisapext icqilirbnents. 

• Ability to reiaie others Qn sjsffin a fiieocUy, wurteoiis, «nd bqsiiiess lite maiuien ia a 
bi^ly stressful enviitnunent; 

• Attention to details. 

• QuiBdatouiidexsiajidabfycm^isl^lionem 

« Rb«4 rapidly ficm both paper and csoinpatcr tnioinal. 

• Exodteat telepfa&il6 listttiiag ntii verbal oonatnuiueBtioB sldUsL 
« Capable of doing, daily clerical iepefitrve tasks. 

• Ability tp lift and cany 30 lbs. 




• NCIC/NAC clevance 

• U.S. Cittznnhip 
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SECTION C 

X»ESCimnnraVSPECIFICATiaNS/$TA"reMENT OF WORK 

TITLE: ASSISTANT OPERATIONS MANAGER CLA^lFlCAllON: EXEMPT 
LOCATION: NATIONAL PASSPORT CENTER, PORTSMOUTH, NH 

The Assistant Qpmiiim Manage- ahaU din^tly sui^it the Cc»tzactor Operations Manager in 
the management oiP all .8Spect» of eDntm;tdr-provided wippoiit serac^ at, the Maciotial Passpon 
Center (NPC) end ensure l&c flow df dperstioms between dl caontractor-staffed positkms. 

n.BSSENTLALgtJNCnONS. ~I 

• DiietdyrepQtts to die Contract Operations Mtoiager. 

• Si^ports. the OpecattonS Maoi^r in oi^^adzias, diitiiting. and cooidiQating of pUmning 
and {MToduction of all c^mtract $;qii>D|t«cfivitjcs fbr tlie NPC. 

• Ennues d)e flow of operatians betv^vsU contzdctor-Maffed poidtiotis. 

• In ooordinatioii with the C^)eT8tions Manager, provides daily feedback on wpikfiow uid 
future projections to the saam GoyentmeniL pttsonnel at the Faculitjr. 

■ Siqppons thip Operations Manager in p^qoyidicgstudi^ a^d evBhiatioJU for DoS. 

• Demonstrates excellint tonunimieations skills with all tfcvels of madtigeinent and 
mtec&ipes- with Gpvenmiait Fofsmjiel. 

• In QDOtdination -vtith the Opetatioias Managers^ imi^eiiiettfs the^ Man^gianeiit Plan .wd 
Cpipnnte <^/ty CQatnolpplici^tb^feotivdydinM^tooMactAOppcRtBcti^ 

■ Ensures satisfactoiy confi>miaQce with contmct provisions and pcrfknmance metrics, hi 
coordinafion with die Operations Managor, assigns, schedulesi and reviews wmk of 
supcrviwsr staff. 

• Assists With l^bb-con^ctor management 

• Supports the Operotions Manager b intotiaieting polieiesi pijiposes. and eoals of the 
oigpnijEatiQn £br suboixiittates and tfac otcniitDdng fif contrachial cxpendititoeA biidgcH 

SA)QMMAOSD$^l,.MQil|n(MliQii MOO} 
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SECTION C 

DESCRIFnON/SPECinCATiaNaOTATEMBNT OF WORIt 



» Assists with budget maoagiMicnt, foiecaistii:^ and traddog oif T&M;^tritct. 

• Supports the cteveljopment and maintenance of succiQCt reporting metbodology tpi ensure 
ffUi GbVenAQent pentonnel, Coft&acti n g Officer, and CA/PFT headquaMor^die ktiformed 
ofcpotiacjuftlperfonnatice. - 

• Aids in codtdin«dDgac1iviti<»widi alt Giber Ascti<^ 
to facilitate adiimiistrati(»L 

I m. KNQWtSllG^/SiaLL^S/EXPBlM • I 

• A Badtelet^ (fegree "Gtm an accraditeia uni^wr^t]^ or college. 

• .Minifiuntt of toi CIQ) S^eaift oif prag ieteive mouigement eiqidieaee in a taiigibte gO{>ds 
"producliito envirooment, 

• Mtnimimi bf seveti (7) years of maaagenieiat/sup^isQiy ^ocfteriobee st a edai}(any or &eiftty 
of the jize and scope of the NPC 

• Ability to prc|>are' maaagemenf, business, technieal, iai perstmel reports, rciiiftews and 
dbcuinents for intenml and externa] use. 

• ExcellMt bom&tinicatiQn ^Os. in writiiig and vetbelly . 

• ExceUNitinteipersboal skills. 

• EsQierience wttli atdministeiing government contracts. 

• Knowledge of New HanqnbirB Labor and Health tequiretiuats and Defnrtment of 
Employment Security. 

• Expeiienced in administering govetimeoX contracts. (Pr^srred) 

• Experieaiccd in the use of a PC for word pipces^izig, data eotiy, and report developmenL 

|iv. i^mrALDEMa^Jofe I 

• AInliQr tapeifbtm {»olead<AaIfy in a li^y ttresS&l isnvinmmenl. 

• Attentioa to detail orisoted, 

• Alalia tb i>eifanB maltiiite tasksttidcocrtdioate aetiiiitiej. 

• Ability to nti^oiliate vnA tmHSfit veodos for joocuixoxBiitof products. 

• AMlit)rtoco&i4uutfe?nflinit4}tipJep9(^dq^^ 
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UNCLASSIFIED 



UNCLASSIFIED 



SECTION C 

DESCRJHION/SPEOnCATimS/STATEMEFrrl^ >frORK 



• Ability to muW-task. 

• Ability to comprehbild and apply laws and reguIatiDns; 

• Able to maintain, good working rclationshipa with Qdva(s, 

• Ability to analyze data and jltaw sound cofldusions. 

• Ability to conminpicate with all levels of iDaitagenKiil and execute ditcctions wit}i nQ 

I V, PHYSICAL P^MANDJS . I 

• E)(ceUatflisteamg»nd verbal QomiiiiniKVtioiLS^^ 

• AbQity to Hit nidciuiy 30-50 poUEEds. 

• Abilit|r .to lift aod qury t^ to .IS povods uBrtiiniously tbr 15'30 minutes at a time. 

• Ability 10 'tsalkiOid^andlbrloingperitxkdB^ 

I VI. REQUIRED sficmrrY I 

• SECRET Clearance. 

• LLS. Citizenship 

Staff Aiaiitant-fflO^ 

Classification: Non-Exempt 

Clearance Required: Secret to stai^ and Top :Stocxet. tp be oidained. eibdtt, ^oeial and 
oduciitiMi verification dieclE 

Edscafloiu 4yr. Cofl^d^^ 

Citianahip: V-S- Citizeiship Reqvlied. 

Reqnir^d: 

■ Miidnium of two (2) year's cjqjOTcnce iii an ofBqe ^wonmcnt 

■ Ability to adapt to (changes in ptottduris and assigainents. 

" DemoQSltndcd.abilily tp pripntize agod ^QTBanizp ^inuItaQcxw 'Htm duties. 
> Vrmea HSMty to type 50 wpm -with tninimat mistakes. 

■ Ability to iemw sm analyse ^tilttiBttnaten^ls and leeqmmemlations for action 

■ Ability to e5ty}li^\WTking relations iptfJIois^^ 

■ SbtxnswritibKnandiosaloBnxnnimi^ 
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UNCLASSIFIED 



SECTION C 

PfeSCBIPllQN/SPECIIlCATTONSSTATEMENT OF WORK 



■ Stroi^ organizational skills 

• IiMcmipdiaiBleml of abili^w&li^ Office Suite Old 

Prderred: 

■ i'rior«ypiBiiefice suppgrtiog an ExecntivK level oEUct^ 
Position Sufljuiuiiy: 

The position is located im the Office of the Bassttoit Services Htiadqufirtcts. TbA ineumbeni 
serves as ftc Staff Assistaart in CA/PPT responsible for oooidinatii^ the large yolunae; of 
iofbnnatidn. (i.e^ ^emoFaiida, briefiDg papeis» policy pe^er^ taski»$i etc^ odming into (be 
dinctotate atk fM ptovldiiig admini^iiaive TsvfipeA to the 0£E^ Direetois and.flie Qtfaea- units 
witfam the ftjaaagmg Direotoj's p^Gce, 

• Reviews incomnig dDCUments and takes afpeopatiK actian/disbibutitiD within the 

Directpi:ate. 

> Tiack and monitara 4he status of memonultdfi, cbmij^ndeiiQe teoA taskets wittun 
CA/PPT, 

• Reviews outgoing documents for ptoper fbnoat, cottsistenc^, granunatical accmacjr, 
(BOiinplii^ttaMalis md cbrit^ and makesootnetknis or retarm to ot^intdor for chang«^ 

• DxaSs rontine corre^ndetn^e^r sigpature of tbt Deputy Assislaiit Secrettiy, Managing 
DiieCtfir or H'eadquartiei!^ B^bnago' 

" lofinms CA/TPPT peisonnd oveiduB. items, vpconiiqg d eat Bi aeg, and fimnat and 
Diejpaitment procedures for processing donunentadoin 

■ Responds Ho tsquiries concerning thestatiB ojf pending taskief^ 

■ Atbends CA/PPT staff raeetixigs 

■ Asnalwl& travel aiTtu3gcineii& 

■ Prepsn;^ bi;itii]3g: tnjd(»ia]s and compiles ic]^^ 

■ Prepares writtoi cdmmuiiicattons using a vt^&y of software, Le. Poi^Pouit, Visb, 
PuhUsher, ficeel, etc 

" Ptovide support to other prOjtt^ or lasics as Mquired 
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UNCLASSIFIED 

SECTION C 

DESCRlPXlON/SPECmCATJONS/StA^EMENT OF WDKK 



CUSTOMER SBatVICE ASSISTANT fAGENCVl 



Claasifieatioa; Non-Exempt 

Clc»ruice Regidifed: Public Trast, apdiU soqal luid eduQiaftoii verification cheick. 
CttizeMbip: U-S- Pitizenship Rpcpii^{»d 

Edqatioa/ExpcrteDee: Hi^SdioolDc^iftauii^CoIle^PfegreePrefened 
Regvlrtd: 

• Basic Micii[^ftOffiofeCW0nl>E9tceI^OutloQji:)v 

• Ppoyenabifitytoconimuiueateefiixitivelyoverthetd^^ 

• MDoiiDiim of two (2) yean^ vf ecimpiiter expeiieDce with gtttaiiiiqg in&iniatijCp fiom a 
CRT. 

• ExpCtieiu^ with. E-Mail and FAX «)imi]UfliC8tiOT9^ 

• DQnDDstzate4 Qx<^nejit written aad veEbal qommunie^tion sJkiUs. 

• Abi%tpqam]a!d)«Kl Passport Iinman4ngulatic^^ 

• AbSSty to grioritizc wwidoaJ and ppBSMS exceUent CH^amiraliongl skilto. 

• AMlity To armi[yyp«fa*aa"fl rtdtfefltwmdiecominmdaitiogs 

Preferred: 

• At leaijtonfe year cjiperiente ^ a Passport Siqjport Associatci Levbl 1 or 2 

• ^nimmn ofthi^e (^ycmS of general loiScees^ierienee invdlviajgdocnnMait 
«xaminati(^ 

• Deuumatnted eapabnitr to aimlyze &cts, evaluates iikfonnation, fuad di|mr oonclusoas; 



UndCT the direction of the Contrsct Supwyisor and the Passport Agency Cvatoaici: Service 
Mana^r (CSlvQ, prpVldfe gpneral administfiative support ft* c4«loiner service ofece *ctivities 
mi tut on rtepjesia fix>m CSM, atfe^tanw fiiciiiQr a&sais, "NPIC, HQ ofiieis. 

■ EueiiiBi Functidii^: 

* NfedntBl^ACceptance fiuatt^as dptaStase and biiideis^ 

• Photocopy Acjceptancc Agent mm! C<aigiessiona3l o^^ 
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SECTION G 

DESCiuniON/SPeeiHCATiaNSySTATEMBNTOF WORK 



• Distribute qiewsletters end any otbw coire^sdencQ ^> sUsttT. 

• Rtoloropy matgriBls^ w Tieeitai arid caomdinaie prepariition Of tranning packefa foir 
tijceptante agent "seminars. 

• Ftepareandmai]Cettificite«o^AtteQdaiioefor&OjS«sc^^ 
. Irainiiig classes; 

• PerfttmMiEiilOpra/DataEtitiyiiiiu^ 

• Ccmiaet those ticeep1aiic«fedlkiti6tfaa^ 
%iitbprizatiQn. 

• Locate applM;ation5 requested by pjher agcmsies. 

• PlK>eocopy >Bpplf(ifltidn«Rd fin tt icqfiiested, set vp q>[dieatidD to be 
ab&ddoned^and fcrvrard hxri iopits to requ6stii% agamy. 

• Collect and recDrd survey rasppnses. 

« Ability to Icfon and Acall uifennafiaii ^iit pastil applit^^lion procediita! aad tfa^ laws 
abdieg^ulstiails pertaining to ^ispott rcquimaedta. 

• IdotfifyandtakeifimtiativetQitelMittteadsorpB^^ 
tnquizies haikUod. 

• lVhennotdiiicctlyBSHi9fiiigCSM.9BiveasftmanW 

• Relieve agency leceptionist at lunch/breaks to answer -adtniniistnitive telephones. 

• Maintains composure end otijceiivi^ in bijB^ ^bessfbd »tuaU<»iS ini in dealing.^Witb 
multiple, inquiries. 

« AUeto eSjlctiveily ccipummiGate>«ith a wide variety of people and ^geodaa. 

• Accoraldy read infimnation lh>m' a CRT screen. 

• Extdlent telff{ifaone lifitcmnj^afid vtrbal eonumHiidatiQD skills. 

• Mamtaii»fle«ibitily toleam. 

• AqnstvntfiapeddpRgectsttitfaQrttise. 

SUPPLY SPECIALIST- FULL TIME POSITION 
L POSmONSVMMARY 

Thia,peisoo will serve as aaasststantto spd under the direct aupervisionof tbe Ta^ Manager. 
Idol candidate wQI have ex£epid<iii8l oiaiotner service skills dad will n&ed to be ooznfortat^e 
answering tile phones. This person will maintain several databaSJ^asjd will need to be femtliar 
witii all MS Office Programs. In addition applicaatt wffl ptkia^ tips, address, palletizB, and 
load Quibipte howft attd packa^s ibr sfeiiKaeot, aeo^ aiy- Jneomiiig s^pments itad any other 
duties aarBQuiitd. 
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.SECn(3NC 

DESCRIPTION/SPEOFICATIONS/RTAT^^ OF WORK 

• H^dle any incoming phone calls. Mfdtc put^oipg phone calls as necessaiy bnd provide 
exce])tioaai cu/siomersaiiiice. 

• RtQUftst quotations from veodots, pafonniiig bid and v^iidor dn^ijysls and £ompetitivdy 
bijklii^puidiaTcs. 

■ Mainfan sciveiia] databases indbidii^ a qicj&taliised eusEom btiilt innehasitig / critical supply 

m File da&yfbiiD Older icquestsjuidpuichasing 

• Tiack critical Supply orders via the Internet, vendor contact, etc 

• Fill ship^g e^jntaineis wfOi pre^elemmied aniQtpita of^^vspott Api;iiQations and prepare 
thein for shiinaent. 

■ Utilize various shipping softmxc agratenu^'to looicijq} and upd^ addressee print and atlhete 
shipping labels to eadi contain^. 

• Palletize conti^ecs for pickup. 

• Help to^ coQitaitiertf into pidoip veiiides. 

• Accept aiiy incDiui^g shipments by trucking companies, FedEx. UPS ietc. 
« Maintain safe wod^ eitvironmept by renumng debris. 

• Any fldditibnd adittmistMvBsiippart /isdKr duties as 

rvr. KNOWLEDGE/SimXS/EXPEKIENCfi 

• 2 Or 4 yea* college depee'pieinted. 

• Ctisloiiterattvfcec3q}erieaxafi. 

IV. MENTAL DEMANDS 

• Ability to idale to otlieis'iB-a friendly and-courtopos manna; 

• Attcolton to' details. 

• Must bet reliably. 

• Must be flexible STul willing to lean. 
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DESCRIFnON/SPBCIFICATIONS/STATBMENT OF WOyX: 



V. PffYSICiLDEmmS 

• Capable nf doiiig dsdiy physical tepetitive taski. 

• AbiUty to lift apd carry 50 lbs. 

vr. Houns 

• 8:00 ^m. - 5:00 pM. MontUy thru Fiietey (Normd Hauta}. 

Passport Qpteatiims Artociiite - fAgentvl 
Positfdn Summary: 

Under the diteccioa of the Centzact Pro^Ci^^g Sujiervisor, Agency Operations Ofiusep, Direeter 
or Asst. Direetor, &e Passport Opeiation& Assot^ate- peiibmis a yariety of adnunistrative 
tsaeSeaa in stippcaA of mmiM^te^^ 

CIcaniii($9 Required; Moderate Ri^ Public Trust, credit, social and educstton veri^c^cm 
cbfeek. 

CitiziHtship: y.SXithscnship Required. 
Required: 

« Two (2) years of odininistrstive experiei»% 

• B^c koowl^e of MS OfEice O^rd. Eteel, Power Point. Outlook). 

• Ability to. type fifty (SO) words per minutB.(uppm). 

• fineUent listening verbal conuniuuTation jn peiWKi vid on tte iski^saptt. 
■ Demonstrated excellent written commumcatiDn skills. 

m Ability to Jlnalyzie facts, evahnite infimnadon and draw sound conclusions. 

• AbnitjrtDjidoiitiateiRlQiktoiBdandimuessra^ 

• Attent^ to 4etnl and oifanizedwDrif habits. 

Preferred: 

• Asaooat^ (?) year college degree 

• Intermediate knowledge Qf MS Ofl$ce 
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UNCLASSIFIED 

SECTION C 

DESCRIFnON/SPEaFICATlONS/5TATlgM?NT 0F WORK 



Ettential Fanedottr. 

■ StiOddng supplies tfann^out the ager^cy and public coontes. :^uppljcs include Pas^rt 
a^lv^stOwma ^ fonns, Fas^it emclosutes as requested hy Counfen* SiipeiVisor and/or 
S&afyr Counter Agent, Fens^ credit tapes and ribbons, and rece^ taiK;!; 

• ChiSckiiig Qopy tnacljincs and ladders for pnpffir ftmc^ipDiog 

• Ensure prioteis/copy machines have supply of p^r 

• Empty- shreddearA 

• Itlaintain Sltora^ rooms including, tracking of inventozy, stockli^ St:^li{]a, repottiB|(. 
jupply shortages to OO/ARD, ordering supplits as requested by OO/ARJD/RD 

• Upon prior anthorization &om. 00/ARX> only, vyoik witi^ OSA i^^ibd Qpeiattons Officer 
is not ^rvBilflljle ixKdndiiig: Mgbting. and mainfenanbe, cootdinating paijpat clflttiinfe and 
sufflcieat re^odin ^iqiplieS with OSA cleaning crew 

• V(»k with local Aiii<^et.USi% and ledEak ddivpry and pidcup personnel when OQ is not 
avaitable including: non-coiitrDUed siqjpltes (office suiipUes,. envelop^)* 

MOTE: *Tliis posi^on cannot sign fordassified deliveries or deliveaiesx^f thos9 supplies 
dedgnated under intanal cbnttols pft)cedutA as eoairalleditems (siicfa as^'RibbonsyFoUa, 
Blank Bodk or odier'soppillfc? ^las^ed ai»<oHtiplled itenis lequuing an.authMizcd 
supervisoE's control 

• Escort AirNet courier.«BidA)r cltaning etew while witjiin agm^ 

• Monitor tJSPS/FedCsc deliveries and pideiip^ nseded ip ensure 
and pick-up/dic^Miff times 

m R<^port ddiv«iy/^ckiq>an«B»Iies fi» OQ/ARD 

• I^otocoi^ingi faxing as requested t^OO/AllD/RD 

> Other dt^^s as assigned, such «^ supporting Passport Suppo^. Asspciatie functions, 
including Mail Opaw Book Print, CNIity CootioU Mail Out and PRISM 

• Create atul/idribaiiiMiilm 

• Take hiitiative to idi^qsgse' pi»>rities and request ^mficatifln fiir way directions as 
required. 

• Maintain constant awareness of all aspects of intetual security ineludi4g adhefencie to l3x 
ittiferietcd area policies,, li^b^ off eofflFtutfef termiiials 'vvhw not in use aitd ^curing 
work at the end of the day- 

• Adjieres to f edenj Privacy Act Laws, 
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UNCLASSIFIED 



sections: 

DE9CRI]niOl!)ySPEaFrcATIONS/STATEME»IT QF WORK 



Ttam Lead — Pasaport Book Print (Agencv) 
Cbssifkatioit: Non-Exempt 

Clefrancie Required : Secret ctearance, credit^ social qnd cdocatiQB verification check. 
Education; Ahi^scfadtildegte^iOreqiuvaleiit. 
Citizenshi|i: U.S; C^tizeh^p Required. 
Reqnired: 

• Two ^) yedis experience working in an ofEce ciiviroiuaiBnt 

• Gt^ble Of doing repetitive: tasks sbcb iia lifting, sfiB»fin^ ^sittidgi teaching, twisting, 
sealing envelDpct^. fifing and readingi 

• Excellent written and verbal comnniniGBticm iddUs 

• Excellent aoentidn to ddail 

• GootfdaiaeiitzyakilUi. 

• BajBG Microsoft OffitaeskiUs 

Prefored: 

• Four (4) year dp^se Smm an accredited wuversiiy 

• Mmimum of two (2> y^ia of e3tpieiienc« in a Basqxnt Agfaayt perforniii^ passport 
piDcesang foncitions 

• Miqtmimpftwg (2)yeaisojrcxperKnQeinanflnviioTOe^ 

bmdware and s6ft9me^ ificlodii^ local ai^b, lietwiodcs (LANs) and vade siA netwatics 
(WANs). 

P»sftlon Summary:: 

Under the direct sap^rvudon of- the Contract Manaeement Teami. tbt Book Print Team 
Lead ftftt monitQr this Book Priat. mte^ and conld he avign«4 to -aniBt the Ctenpost 
Proccsiiiig Manager, as nqaeaited« wifii ugr of the Ibllnwing tMfHai 

U PuU Book tfsagc Repoit and clear statuses of each BP and QC assigned empk^^^ 
accinding to intefiud oontrots procedures and report any diactepftncieA cp 9^)ttvi9or 
inoncdiately. 

D PuU requested m^Hcations and pbotoa for te-issues, te-wiitas, i^igiadc^ tad dat& 

correcticins. 

tjl Respond tpBP and QC enipjoyee questions regarding Book Print quality or applkstbo 
questiam, inferm sup«visor df any unresolved i^ies. 

□ Setarch for ^ distribute n)ifising,applicatioRS or misplaced applications. 

II Re-batch endorsement batiUieSi haisk reprint bfitcheSi itnagp imd data oorrections wid all 
odier will call batches fif Any type, 

□ Distribute work to Book Pt^tatafF:8ccord0]g to Age^ 

□ Defiv&rw(»k from Book Flint li>QC and Will 
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SECTION C 

pKC3UPl3CXN/smnFiqATliaNS/StAtE^ OF WORK 
U Assist witii processing ail irninediate data cbrrtetiotii. 

> Collieo and resolve rqjects befiajs aofiayat ^breafcs, bfsfoee luneh \fitsles and prior to mail 
0 C^uat»cl)itfr6l and asin^iAfeoeive books. 

□ Organize,-C9py and driver fe-batch yrcxk io sosptmt desk and jpp Kf pqa t e .stquervigois. 

□ Sorted ddivcsr USPS^ Fed-I^ and LfPS mail. 

□ Picpai6ion!er and delivi&r Reject listing and iqec^ 

□ Infonn sup^sor of any backlogs, shortages, concerns or enaployee problems. 

n Change, distribute and resolve ribbons tud foils, Hdiponsible for proper tiAddag and 
usage in conjuaction with tecbnipian. 

□ Control and assign usa^ of biftcddes. 

□ Onfotm sQpervijtor Oiy tidw 6iU oovcriBe ii not available (or Book Print during lutiehes 
orbiedb. 

□ Open aild elose B'otik Print, inchidii^ doorS, eabineis and <fistribuli«Mi ^slad collection of 
statfonkeiys. 

Ensure intemai. conti^ls are fopowed in Book Print area and notify Supervisor 
itttma&itefy. of any imtg^arities or employees not following the internal contioi or 
procedyialBuiddmB?. 

• Re-image all image eprreetion batdies. 

• Issue and lesolve Visa pages on a daily basis. 

• Bnteir all D$-5S04s into tttail open system. 

• Ensutc pi^:^ jtfock of batdi tracldi^ dieets, it^BCt shetas. afid Rjeet leason slips are 
available to staff in all area$. 

« Aasi^i;i .t9datiingtraining.iBanuaI»:ai)d training new enaployee 

• liaek v^ted book issuea and provide jjeedback neaidiiig icjeels to empl^'eea and 
Supervisorto idmtify treinds aad/of pie}>lBBis. 

• Assign and resolve t^ print cards on a daily basis. 

• Maintain ajdsQuate agency supply of test print cards. 

• PuU end of day TDIS bode hspwts. 

• X)fiKrdiltibsasassi^ied 

VISAg?iieci«lbt-<Sn«dall«iianM A|>^|iif!y) 
Ciaaiificati^ni NOn-exempt 

Clearance Required: Seoiet oir Top Secret, (depending on specific posUion), Credit, soeid and 
educatieji verification 
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SECTION C 

PE$<3nTlC>N/SPECinCATIQNS/STATEMENr OP WQRK 



Ediicati«ii/£xfwr»tic(L Higb School dtsFce 
CiliasenAip; O.S.Oiimt^Reqiiit^ 

■ Miniinuni of three (3) years Dfpcogressive expterienceinaQoffioeenviro^ment. 

«' l-wo (2) y^m of expqicnce using a PC pblpmiqg inibnuation ft^a a. CRT. 

• Mmimum of two (2) years of data qitty expfcrierfce. 

• Proven ability to coaununicate tfreetiyelytivet'^telcphone. 

• Ex^edcnob witll MS Office applicatlcMiS. 

• DananstFaiieiid «xcelltet written and verbal G<immuiiicattoa skills. 

• Abili^ to cc»npfeheitd and apply visa-proc$;sang requtremcntsr&r all fbreign epuntrie;. 

• Abibty to pri<^Uzey«)rldo8d^poss^ex«eQeQtQrgaxuz^otials^^ 

• Af»Iit/ tg analyze dala «id dmwaound Gonclu^Qiui. 

• Valid Driver's licensd. 



PrcSeired: 

• Ebcpi^eace in Visa ot passport prdceswig and MS Access. 

• Some collc^ preferred 

Position SuinMai^: 

At the direction of the manager in the Visa frQcessOg Section, serve as liaison between Pajspoit 
SpeclaliiitiS, Eihbassies, and Inqi^ring Clkitts at otfaftr DOS l^icatiens in obtaining and tcacMng 
visas Ibr of^cifll tiaivel. 

Essential FiinctiQiiq; 

Rtispoitd to tjignit sei\^ce needs^ inchidiqg tfaiKK of passpoitt speei^ists. embasaiea^ 
foreign consolar ofGcsials and otfisr clients fo ensure tiniely processing of visa requesGS. 

• Commimidste With foreign consular officials to leipicst (f^pedited pR>cessing of wrists 
wtenneossary. 

« Maiidain an aipoutatB log of pas^ioita being processed and deliviffed to Assigned 
embassies. 

• Advises Siqjcrvisor of c^dnstant change in rcqnitements for processing yisas (t.e., pboto 
lequiiements, sew applicatioiis, etc.) 

• i^atntain coinposme mid objectiviiy in tugjily slfessfid Atiutions and vn dtsaliiig with 
multiple inqiuriesi 
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PBSCWPTION/SPEcreATIONS/STATEMENT OF WORX 



• Able to cScctively communicate wi^ a wi^je yafipty of people wjlh varying s^endss. 

• Mamtain flexibility to learn and ad^.to constant change? in laws and regjilations in vis^ 
tequirements. 

• Possess kfi&wledge of drivmglav^ in the D.C. area. 

• Piovide numth^y statistics and applicable lecdpits rdaied to the tnamBtritot of the 
assigned vemde (mile^ oil level, fli6l,'etc.). 

• \I^Unig;ne9s to work dosely mvUH Visa Specialty fioiA oth6r USG -Agencies ^^len 

requited 

• P^ona data t^ttry fi^cti<H)s and gioieE^ officiid^ 

• Ihriontixe aiid pnxxsa ia&nnatipn qyiok^. 

• Peaf6nn other <Uitifi8 ana pnyeetgaB^9«|igned»lBtod to 

CUSTOMER SERVICE ASSISTAKr f Center^ 
Cbusilication: Non-Exempt 

CleanBQe Required; PuUic.Thut, social tB4 education verificadea dwdc. 
Citiseenthip: U.S. Citizenahip Required 

Educatitoii/Eitpcricnefe: f^}tSehooIOq^«bqinxfsdiCb]I^D«f^ 
Rcqufred: 

• Basic Microsoft OfiEtce (Word, ^el» Outlook). 

• Proven ability to commtmicatB el&cttvely over the telephone. 

• Miiunium of two C2) years of CjOniputer ex^^ 
CRT. 

• Exfieri^cfe with E-Mait and FAX GomniumcatiQO& 

• D^onstrated excelloit written and verbal caramuaioa^ skiUs. 

• Al^ty 10 oompr^end Pasapett laws and legulatiQiis. 

• Ability to prigntizewoildoad and posseisexcellentorfanizaitifMid 

• Abil itji to analyze data and make sound iveonimendatiQns 
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SECTION C 

DESCWnON/SFECinCATIQNS/STATEMENT OP WORK 

Preferred: 

• At least Qoe year cstpcrience as a Pas^rt Su|)port Associate. Level 1 or 1 

• Muumum of three (3) years of ^sn«iBl oftke experience involving documeal 

• DemanstRiliEd capsbili^ sriaJytie fiu:^ 
Posttibn Summaty:. 

Under the direGtion of the Contract Supervisw and the Passport Center Ciistbmcr Service^ 
Manager (CSKQ, provide gcioetal admimsQative siippoit "Sot castomec service OlSce acti'Wtie^ 
and act onieiiuBsits from CSM, aocqntancB facHity e^ent^, NPIC, HQ and o&eis. 

Esaential Functions: 

• Maintain 8cce0ante^Uitie& database and bkders. 

• Photocopy AcceptSDQce A^nt and Congressitidalliewridetlet^ai^ 
folding/sdijiii^sealii^tnailout. 

• Diattnnitepewsletteis^ any oilier CQnopo 

• Pholocppy inateiialsi as needed apd Odordinate pcqnraluxi of ttaimng iKfctets fin- 
aoceptancB agent- seminars. 

• !E^iepireandinaHCettifieet»ofAttendsnc!e^lboseaccepftan 
Jtrainiiig classes.. 

• Peifonn Miail Opeo/Data Entry functions as needed fen- "atteotStn): CS^^ appiieatkms, 

• Contaict th^ acceptance fiu^iitie^ itisd bypass the toelcbOK provider without 

• Locate applications requested by olheragpncies. 

• Photoeofpy appiication and atta<^ents<, fax as te^ue^ted, set vp applie^on to be r 
ahsiodoned W Soomaid hard capia to requestii^ i^ency. 

• Collect and tpcfnd^nvvfiy responses; 

• Atnlity to team and recall infiinnation about passport application pracednites and'tbe laws 
VBd regoladons pertaining to passp(»tregijir^nait8. 

• Idi»t^ and. tafcfrinitiati^ to iiqiQai tends patterns in ti^ 

handled. 

• When, not directly assisting CSM, Serve as afnember df NPIC search team. 

• Relieve ageiM^ teoeptionist at Itinch/breaks to dnswtr aicbunistiati Ve telephones, 

• MeinltinscaftpOstne and olje<^v1ty in highly stiess^sit^ 
multiple u^uiries. 

• Able to effectively communfcate with a wide vaiie^ of people and agendas. 

• Accarately read in&nnati6n fitnn 6 GSH! screen. 

• 'ExodleattelephiDDe&lBnit^aidveilttlixunnwni 
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SECTION C 

DESCRIFnON/SPECinCATIONS/STATEMENT €iF WORK 

• Maintains:fIeKitality to Iffiui}. 

« Assist with sp^aiprpjc^^tjbeyadse. 

b. Jdii Pferfoftniuici 

• QuaUty - must i&enet (jepattment minitnsiu isquiranents ^ quedity and job knoWl6dge 
ifi one monitb of hire and tiiereafter coDsistenlly exceed those standards. 

• FtexibUiilar ~ wiUixkgty i&sjA to changes m procediutes-end a^gnmBpts. Readily tdyaax \». 
new fatoiations aaid aei»pc»iii t Mlitieaf. Muiiiaiii ecitxi|]tiisiiie end pii[^^ 

situation^. 

D. PfofessfdiHiUsin 

• iBtwperaonaPDrpmizational ComniMnfeatioB - interact harmomQudy, prodijctivdy 
aiid in a c^wteati? manner witli DOS, Pos^rt custooiets and co-worked WiUingly add 
positively acieqpt fbedbiack aht^ut perfonnance, and respond with oonstructive 
improvements. Activdy buUd rektioiiships with othei^ uMch aie'fiee (if conflict and 
lead to an cTccluuige pf infoniiation and he^. ^ecute directions and plans fiom 
managemrail, and demonstrates «n ability to understand toid help accomplish the ovetall 
goals pf ^ Agency. Tate care not to disturi) &(hie^ (e.^. loiid noisea ot excessive 
socializii^ 

• Time Uttliiatidn - ise tibie effectively, set priorities orgamze woric and maintain an 
ef&aei|t wprl^ow. 

D. Itependiibllitf'^elisbllity 

• Attendance - maintain an aeo^jtable attendance record by oottlbusing kave.timc based 
on oompaiqr policy and cooaisteatly pre-sdiednte plaiiQed teave wi^ 

advance of iime ofT. 

• Punctuality - K|K)tt to vinoik at the i^inied start time, and c^ 

a^sign^ tasks vuuil the approi»iaiefittd tvati fie prompt in letuming from .breaks, 
lunidiej Qiid^a|3|feoiQtiii0nti 

G. Mental Demands: 

• Ability t»perfbimpmiS»sicBudlyin%highl^ 

• Ability to pecfecmmuttipls tasks. 

• Willingiiess to kain other d^artment tasks and insists in oiNr areas of p^ 
aant^Bded 

» Mai&ttiiisflekibilitytdleaai. ■ 
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secnoNC 

DESCRIPTION/SPBCineATIGNS/STAtEMEOT OF WORK 
E. Physi<ml Demands; 

• Read r^id}y from, bath puper and a corapuler temunal. 

• Mmual dexterity m the use of wonipiocessing^equi^ 

• Caiisble of pdf<)niiing daily i^tffiVe tasb. 

• Ability lo move 30 lbs. 

FTI F. ^f;fST TEAM LEAD - OlO^ 
CbsnficstioB: hKtn-Exempt 

CleakHUiee Required; Secret «md credit, social and ediicaitioii verification eheck 
EdticaiiOB: AbighsicliOdjdB^eeokequiyateiit. 
Gtiiaioahipt Citizenship Required. 
Required: 

• Miiiimuih of two ^2) year's cxperietvie fii an oiffiiBe eimionincnL 

• Basic to intermediate biowle<4e.of MS Wonl,. Excel & Qutloolt: 

• ASbat&aai to detail. 

• Ability to relate to otlier staffin a frieodly, comlBouSk aiid'biJsioe^likB inaiiner in a 
highly st^sful eaVtronoietit. 

• Able to compose oonea|)ondenGe 4iat is elear and grammatioally conjeet. 

• Readia^ly firpra both paperand a coinputer tenniiud. 

• EKjpdteiii tistening and verbal commuaicatLoa sldlls in peiaon apd on the telepbDne. 
■ Curable of doing daily clerical rqpetitiye 

• Abili^ to adapt to chafig,es in prooedures aoid assignments. 

• Demonstrated ability to prioritize and oig&mz^ dmultaoeons YWric iiew 4uties. 
¥ 1*roven ability to type SO Aypm yntii nnnintal mi^ttdoea. 

» Ability tp tianspoit 30 Iba. 
Prdbred: 

• AtteaA^neyearisaFiteAs^sfant 

PosiHoji jSuinmaiy: 

Under the supendsioa nod at the xlirection of Stanly m^ngement, Team Lead provides daily 
tittinu^ ai^ technic^ ^guidance to file asastepts-in^ipOttifig PPT beadqiiartimioffiees!. 
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SECTTONC 

DESCRIPTlDN/SPECIFICATlDisrS/STATiSMEOTOF WORK 
EskiotblFuaetifliis: 

" Assist the Supervisor MLmgnitoring Uib woikflow of the unit The teqin |e^er wil] notify 
the supervisor of any batMog areas that niay arise. 

■ Assist St^servispr with fcs^rching q«ses using various databases. 
AssHi the Suporvianr !n'icsolviiig file disciepancit^ 

• Prepare putgoiog tetters for S.iiQjerviSDr %iiatuie 

■ Proofread cprre^ndence: fbr gnuntnar, spelling.aod content 

■ Assifit in the tiaining: of any newemployees 

• ?iovideiiTod]iotkmiq>ioit»ta&iq>«^^ 

• Aanst an^ervisotr vnfli other projects required 

FA team lead win be respofi^ble for all File A^istaot duties: 

• Sort, file, and retrieve various dotannetits^^ tecords maintained by Palssfiort Serviced 
tha are received bjm all jtasspaxt ageneies and centers, all ovo^eas post^. and aU 
Ckmular AiTaits oifii^ in pieparaticte for passport file reti 

• Review ptevioo^Iy scanned records for image quality assurance and data aiccuraey 

> Assess eeich lm^ge and makes neo«0arya4iiiffito^^ 

■ Provide production reports to StxpeiViSor as fequired 

• Seardb vanous dotabasea and enter information as rcqvured. 

« Process tetumed/feund pasgjort baoto and associatwi forms br dodumentation. 

• Provide prpdufcdon repute to Sap»visgr as required ■ 

« Open and piroess inoomios mail and prepare iDailine^ 

• Prepere pie-pacjc^ged fadtHmati^ned tes|)Oiisea tfr appijeaift iar otliers as required. 

- Aiiswer genera^ informaficm tdcyihane calls tp4^ ci^dact iq)friicaol» by phone as 
riebeaasayr. 

• Greet visitors. 

• Handle :^ene^ofi(iee filing needs. 

■ Address ^licant questions according tQ ^.establish^ procedures. 

' Acquire and maintain Knowledge of the laws, ruW and regulaijions pertaining to 

iQv^iida^n ofa tJ.S. pas^fizt. 
« Handle Gomplaint tetters and telephone c^ts in a courtepus manner. 

• I^omuj^data cnlry fimctibns with accmacy. 

• Assist in tramii^eniptayees in teets^eatial job iUdctitm 

> Assist witii constantly improving thettaihing prpceas/procedure. 

• Adherence to lEdi intetnal controls to include baddcg out 6f personal infonnadon scniena, 
logging off computer tenpi&als v^oq not in use and adherence to the hiva^^ Act. 
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